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ROLE OF THE COLLEGE UNION

1. The union is the community center of the college, for all the
members of the college family — students, faculty, administration,
alumni, and guests. It is not just a building; it is also an organization
and a program. Together they re‘present a well-considered plan for

‘the community life of the college.

2. As the ‘living roow." or the hearthstone’ of the college, the
union provides for the services, conveniences, and amenities the
members of the college family need in their daily life on the campus
and for getling to know and understand one another through informal

association outside the classroom.

3. The union is part of the educational program of the college.

As the center of college community life, it serves as a labora-
tory of citizenship, training students in social responsibility

and for leadership in a democratic society.

Through its various boards, committees, and staff, it provides
a cultural, social, and recreational program, aiming to make

free time activity a cooperative factor with study in education.

In all its processes it encourages self-directed activity, giving
maximum opportunity for self-realization and for growth in
individual social competency and group effectiveness. Its goal

is the development of persons as well as intellects.

4. The union serves as a unifying torce in the life of the college,

cultivating enduring regard for and loyalty to the college.

—Adopted by the Association general membership in 1956.




STANDARDS...

IN COLLEGE UNION WORK

The Association of College Unions has prepared this publication (a) for the
information of those in or considering entering the union field, and (b) to assist
cotlege and university administrations, and union directors, in developing an

- adequate staft organization and in selecting professional personnel.

The college union, as indicated in the accompanying statement on the Role
of the Union, is much more than a physical facility requiring management serv-
ices. It is also an organization concemed with self-government processes, and an
educational enterprise dealing with the potentials for student leaming and person-

~al development outside the classroom.

The success of a union, in the end, depends not upon the building but upon
the adequacy of volunteer student-faculty committees and of the staff and the
caliber of its leadership—much as the most important single factor in the success
of a college or university as a whole is the faculty, and the students which an
excellent faculty attracts.

This publication confines itself to positions at the professional staff level
and those in “/hich staff members are preparing for professional union work.
Colleges and universities usually have yardsticks at hand for determining job
requirements and salary levels for positions involving the more strictly service
functions of accounting, maintenance, secretarial, custodial, and food service
work.

The term "*professional’’ is not used with the same precision as when ap-
plied to some other fields. But it is a useful term if it is understood as part of the
profession of education, both teaching and administration, which persons of div-
erse academic preparation enter, to assist, by formal or informal means, in the
education of students.

In preparing this report the Association has drawn upon data obtained in
surveys of unions, the knowledge of actual employment conditions gained in the
course of operating an Employment Service since 1945, and recommendations of
the Association’s Professional Development Committee.

The objectives set forth are ones that can be realized under most cnrcum-
stances—not theoretically ideal standards which are unattainable.

Itis the belief of the Association that greater emphasis must be placed upon
adequate preparation for union work and that this preparation should be generally
comparable in extent and thoroughness to that required for the professions most
closely related to it. Such training should paralle! in completeness the preparation
for educational administration, recreation leadership, or guidance and personnel
o n the case of the union’s educational and program staff, and business or
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institutional management in the case of the business and food service staff. To
attract candidates with the qualifications desired it is necessary to offér them
compensation equal to the salaries they could command in other fields.

Preparing for Union Positions

Several studies have been made which survey, amoug other things, the
areas of academic preparation held by union staff members. In 1962, a study
conducted by James W. Lyons, which surveyed diiectors only, listed business
management, personnel management, student personnel, English and public rela-

tions as being the five academic areas named most frequently. A decade later, in
1972, Terrell Martin surveyed the directors of college unions on campuses of
2500 students or less. This report listed student personnel, guidance and counsel-
ing, educational administration, history and psychology as the most frequently
named areas.

The Jack Jenkins and Sidney McQueen study, Administration and Opera-
tion of the College Union, is probably the most complete and up-to-date study
available. In this 1972 survey of both directors and other staff members, the most
frequently listed fields of study were: business, guidance and counseling, student
personnel, education and historypolitical science.

Although the specific fields vary with each of these studies, three generat
areas of study are visible in each: business or management, education, and some
discipline of the liberal arts. It should be pointed out, however, that in no sutvey
was any one area of academic pursuit listed by a majority of the respondents.
Possibly the only gencralization that can be drawn from these studies is that the
vourse work considered to be of greatest value had to do with general administra-
tion and human behavior relations.

Many colleges and universities ofter undergraduate majors in these fields
considered most relevant to union professional work—business or institutional
management, sociology (with emphasis on group work), educational administra-
tion, counseling and guidance, recreation administration and leadership, and the
fine arts.

According to Lyons’ study of the recommendations oi union directors, a
combination of studies from the above several areas would appear to be most
valuable—in other words, un interdisciplinary approach involving particularly
student personnel work and business management.

Rarely, however—because of typically rigid curricutar requirements—can a
student majoring in one field do more than limited work in another, or even
receive credit for course elections in another academic division. And it must be
added that refatively few individuals have interest in and talent for both education-
al-recreational programming and business administration of the kind a union
requires. It is panily for this 1eason that this report recommends that a union be
staffed by both program and business specialists, but with each developing a

@ king understanding of the companion ficld as far as possible.
ERIC
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Several universities offer graduate degree programs specifically in college
union administration. They incorporate an interdisciplinary approach as far as
practical, an emphasis on student counseling and business administration at one,
recreation leadership and business administration at another and student person-
nel services at a third.

In addition, with the cooperation of the Association’s Professional Develop-
ment Committee intensive short courses are held each summer at selected univer-
sities. Seminars of several days duration dealing with the case study method,
human relations, management processes, and food service have been held in
conjunction with the annual Association conference or at selected universities.

More than 30 universities now offer opportunities for graduate study and
work experience (usually half-time) related to the union field—graduate assistant-
ships, fellowships, and intemnships. These permit the candidate to combine practi-
cal experience in program planning, student counseling, night supervision,
service operations, craft shop work, and food service management—as the case
may be—with the academic preparation so helpful to success in the union field.

Because the special union courses and the available graduate assistantships
are constantly changing; interested cindidates are advised to write the central
office of the Association of College Unions-Intemational, Box 7286, Stanford,
California, 94305 for current information.

Professional Registry

Information concerning professional backgrounds, abilities and interests is
maintained in a computer file at AC U-1 headquarters. This information is availa-
ble to Association officers, committee chairmen and regional representatives to
assist them in filling the more than 250 committee, regional, conference and
special assignments. Individuals working in the union field who wish to file their
credentials with the Association are urged to write to the central office for the
appropriate forms.

Employment Service

Founded in 1945, the Association’s Employment Service is a most impor-
tant aspect of the Professional Registry. It serves both college unions and individ-
uals who wish to secure or change positions in the union field. The Employment
Service files informatio:: regarding open positions and job candidates in its com-
puter bank and attempts to match job descriptions with individual abilities and
preferences. The papers of candidates who are selected by this computer match
program are mailed to the unions with open positions. Both unions and candi-
dates have their choice of open or confidential listings. Candidate and job descrip-
‘(5™ blanks may be obtained by writing to ACU-1 headquarters.

ERIC 3
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The charge of $25.00 for institutional use of the Service is waived for
unions which are members of the Association. Individuals may register for
twelve months at a cost of $10.00 ($5.00 to individual members—sge back
cover).

The Employment Service maintains an office at the annual conference to
permit employers to examine candidate records and to facilitate personal
interviews.

Type of Positions

It should be emphasized again that there are-—as in the conduct of the col-
lege or university as a whole— rwo staff functions to be performed in every
union, large or small, each paralleling and supplementing the other but both
under one directing and coordinating head: (1)the educational function of coun-
seling and working with students—individuals and groups—in providing a com-
prehensive program for the social-cultural life of the campus, and of training
students for volunteer service and leadership; and (2) the business and administra-
tive function of operating the union facilities and services.

The typical positions listed in the following pages are grouped under these
two functional headings according to the primary emphasis of staff duties and
preparation. It is true, especially in small buildings, that both educational and
administrative functions are vften discharged by the same personnel. It should be
pointed out, however, that where these dual responsibilities are assumed in large
measure by the same person it is often at the expense of one function or the other.
Most unions small as well as large, need two types of personnel, each especially
qualified and free, under the supervision of the union director, to ¢oncenlrate
their major efforts in either the educaiional or the management fields,
respectively.

Outlined in the pages which foltow are the titles more generall); used in
unions and the responsibilities which usually accompany each position.

Duties are broadly described because of the belief that no blueprinted set of
duties applies in all cases or for a very long period of time in any given case. The
combination of duties for individual members of a staff should be in terms of the
personality, training, and special aptitudes of the individual rather than in terms
of the title of the position. (For example, a panticuiar assistant director may have
a special aptitude for administration and the director for program planriing, teach-
ing, and committee advising, in which case the emphasis of duties would profita-
bly be distributed accordingly.)

Aruitoxt provided by Eic:



Number of Positions

Regarding nuntbers of professional staff members, there is no standard for-
mula, nor should the number necessarily be conditioned by the size of the facili-
ties or student body, especially in the case of the educational program staff.
Rather, the size of the staff should be determined by the needs of students and the
purposes which the institution expects the union to fulfill.

According to Jenkins’ and McQueen’s Administration and Operation of the
College Union, the size of the professional staff varies widely. Twenty-six
percent of the unions responding (278) indicated that they employ only one full-
time professional staff member. On the other extreme, 26 percent of the unions
responding indicated employment of six or more professional staff members,
Sixty-four percent (46) of the unions indicating one professional were on campus-
es with less than 2500 students enrolled, while 58 percent (42) of those indicating
six or more professionals were on campuses with more than 10,000 students.

In the Jenkins and McQueen survey, of the 86 colleges and universities

under 2500 enrollment, S5 percent reported only one professional staff member,

26 percent reported two, ten percent reported three, three percent reported four,

~ three percent reported five and three percent reported six or more. Forty-nine
percent of 66 institutions with enrollments of 2500-4999 reported three to more
than six professional staff members; 55 percent of 60 institutions with enroll-
ments of 5000-9999 reported four to more than six; and 63 percent of 66 institv.
tions with enrollments over 10,000 reported five or more (only the number of

~ "“top staft positions”” up to six was asked for in the survey).

One proposed rule of thumb—so far as the program staff is concerned—is
that there should be one full time program advisor for each three general areas of
programming if the student planners are to have a valuable learning experience
and if the program is to be of the kmd and quality the student-faculty body
deserves. By an ‘‘arca of programming’’ is meant not advising a committee of
the sort that plans a single event or a series of events, but an area of interest,
such as music programming in all its aspects, or social or fiim. Thus, if a union is
to do well what it can and should do with music, social activities, and films, it
needs one full time program advisor for these three areas alone. If thers are nine
such areas, which is about the average for most unions—extending on through
games, arts and crafts, forums and lectures, special projects, outings, publicity
and public relations, etc.—then a union neeris three full time program staff mem-
bers. And this applies almost as fully to the small campus as to the large, granted
the needs of students and the purposes which the institution expects the union to
fulfill.

A clue to the relative sufficiency of the union professional staff at a given
institution will be afforded by an examination of the number of staff members
appointed to care for the physical health and physical recreation and sports pro-
gram of a student body in comparison to the number appointed at the union to
care for the social health and social-cultural-recreational program of the same

[Kc .
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One impontant practical consideration often overlooked by college and uni-
versity administrations in stafling a union is that union buildings normally oper-
ate seven days a week, including holidays, from early moming to late evening.

- In addition, ‘‘back of the house’” chores such as cleaning, room set-ups, and
early kitchen preparation render the union a virtual around -the-clock operation.
The requirements for staft supervision during this three shift, seven-day week
appropriately should lead to an increase in the number of supervisory positions in
a union over those provided for the normal eight-hour, five-day operation of
other college departments. Othenwise injury will be done to the program or to the
staff members who are given supervisory and administrative responsibility
during these long hours.

One of the great weaknesses in union staff organization in the past has been
due to the failure of the administration to recognize that when the usual four to
five o'clock office closing time comes on the campus another full work day is
just beginning at the union, with the heaviest supervisory load often falling in the
evening and on Saturdays and Sundays.

The ordinary difficulties arising from under-staffing are often compounded
by the fact, as Jenkins' and McQueen's study shows, that 58 % of all directors
are assigned one or more non-union job responsibilities.

The combination of long hours on the job and the diversion of much of the
director’s time and atteation to non-union responsibilities is likely to diminish
seriously the effectiveness of the staff and to prevent the union from realizing its
true potential . )

Qualifications for
All Key Staff Members

Important as it is to select professional union staff memb.rs for their special
abilities to direct particular activities, it is of even greater importance to take
account of their general qualifications. Traini.ig or experience may be so special-
ized that workers cannot adapt themselves to rapidly changing situations. In the
field of informal education, attitudes, interests, and potential capabilities are of
even greater importance than technical skill in directing a given activity.

The greater the responsibility of the union staff member, the greater the
emphasis should be on qualifications. But no key staff niember should be accept-
ed for the ieast responsible position where dealing with people is the prime con-
cern without careful consideration of his personal character, cultural
background, and potential for growth and development. The kind of person he is
is of prime importance.

All members of the union staff should have a conception of the community
@ “nter’s place and purpose in the educational scheme, an understanding of the

ERIC
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cultural and recreational needs of students, and an interest in making a student’s
experience within the union meaningful.

There is no recommendation that a candidate should necessarily be an alum-
nus of the appointing institution. This arises from the strong belief that the qualifi-
cations of the applicant to do well ‘the job at hand shuuld be the matter of
paramount concern, whether he is an alumnus or not. The wise college adminis-
tration does not think of limiting its choices of football coaches, history profes-
sots, or comptrollers to its own graduates. The fresh viewpoints and the
successful experience contributed by a staff member from another institution
have proved as valuable to the union as to other college fields.

Recommended standards fellow for special qualifications, experience, and
education for typical union positions. These standards are presented, not for the
purpose of being rigidly applied, but as suggestive criteria which may be helpful
in appraising the suitability of candidates and as guidelines for aspiring union

* professionats.

EDUCATIONAL STAFF

Director

Duties: Chiei officer in charge of the total activity of the union and of its person-
nel. Usually responsible, through the union’s govering board, to Student Af-
fairs Vice-Presiden: or dean. Stimulates and coordinates all staff, student, and
college effort—both educational and business—to realize the union’s educationat
and service objectives. Largely determines the union's goals and standards of
performance through selection of personnel, guidance given to student commit-
tees, budget emphasis and personal standards. In the small unions he sometimes
also has the direct supervision of business and dining operations, though wherev-
er possible—for the most effective functioning of a union—it is desirable to
avoid these multiple assignments of direct supervision by appointing both an
educational assistant and a business assistant.

Special Qualifications: A well-developed talent for leadership of college stu-
dents; thorough knowlidge of the philosophy of informal education and of the
process by which leadership skills are developed; understanding of how to meet
the cultural, social, and recreational needs of the campus community, and a..
imaginative conception of the possibilities of activities and facilities to achieve a
rich community life; organizing and executive ability; understanding of institu-
tional business and management practices; personal skill and interest in recrea-
tional activities; ability to stimulate student interest and to enlist the best efforts
of staff and employees; speaking and writing ability.

"‘Cmrlence. Previous experience in an administrative position in a union or
‘ EKcly related field, e.g., director of a smaller union, assistant director of a
,,,,,, 7




union, director or assistant director of a community center, school recreation
program, dormitory, college personnel or guidance division, general college ad-
ministrative agency, etc., combined, if possible, with business management ex-
perience. Experience as a school executive, recreation director, student activities
advisor, dormitory counselor, business executive, college fund-raiser, alumni
secretary, teacher or service volunteer is valuable. Successful personal leader-
ship as an undergraduate of a college activity or recreation program—e.g., union
board, campus self-government board, special interest club, pubtication, music,
drama, debate, sports, or social program—helps to give insign. in working with
college students.

Minimum puaid experience in years for union position at a:

Small campus (under 5000 enrollment) .. .... oo 3 years
Average size campus (5000-10,000 enrollment) ., ..5 years
Large campus (over 10,000 enrollment) ....... .. .0 years

Education: Graduation from four-year college course in liberal arts, education,
or institutional mangement, and an advanced degree, or equivalent training
through demonstrated effective performance as union or city community center
director. (The Jenkins and McQueen survey showed that 63 percent of directors
responding [271] held master’s degrees, five percent doctorate degrees.) College
credits in education, group work methods, community organization, institutional
management, recreation administration, education administration, student per-
sonnel work, business administration, the arts and successful completion of an
intemship or graduate assistantship in college union administration are most perti-
nent, Effective participation in co-curricular activities as a student can contribute
importantly to preparation.

Asscciate or Assistant Director

Duties: Shares the administration of the educational program and of the building
with the director. May be responsible for such functions as evening supervision,
building reservations, and employee training. Is responsible to the director and
acts in his stead during his absence. Usually shares the administrative responsibil-
ity for both the educational program and the service functions of the upion. May
have chief responsibility for facilitics, such as maintenance, evening supervi-
sion, tuilding reservation and employee training or, on the other hand, may have
primary responsibility for program and committee advising, when building ad-
ministration is covered by others,

Special Qualifications: In general, the same as for the director since the person

in this position acts for the director in his absence, carries a large share of the

supervisory responsibility of a sixteen-hour-per-day union op.ratioti, and in

effect is in training for a union directorship. In any given organization it is valua-

ble, also, for the assistant director to offer special preparation or skills which

complement those of the director, such as teaching, guidance, and social-cultural
C programming ability if the director's qualifications are strongest in the field of
- E ‘lc«linistration, or vice versa.
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Experlence: Previous experience as a program director in a union or city commu-
nity center; as a teacher; as a professional staff member of a student personnel or
dormitory division; or a staff member of a community welfare or recreation
agency. Successful leadership of one or more major college activities as an under-
graduate. Extensive experience in hotel, club, personne! or college administra-
tion if union duties include business management. (See ‘‘Business Manager™’).

Minimum paid experience in years for a position at a:

Small campus ............ PN 2 years
Average size campus ........c.. i 3 years
Large campus . ...ttt 4 years

Education: In general, the same as for director. Completion of graduate degree
is sometimes carried on concurrently with union work.

Program Director

(or Assistant Director for Program)

~Duties: Is generally responsible for the administration of the program department
of a college union and the advising of program groups. Responsiblities may vary
greatly from institution to institution depending upon size of school, number of
college union staff members, and the campus student activities organizational
pattern. Responsiblities usually include: overall direction and coordination of the
department advising student program groups, working to improve program conti-
nuity and group processes, arranging program details, and assisting in the devel-
~ opment and administration of program policies and rules. Administrative
responsiblities may include scheduling, budgeting and budget control, handling
artists' contracts, and staff selection and supervision. In addition management of
- one or more building areas such as games room, information desk or crafts shops
- are sometimes required. Advising individual students about program parucnpa«
" _tion is an important phase of the work.

- Typical program groups are: committees involved in social, recreational, and
cultural programming; main campus events such as orientation and homecoming,
leadership development programs and ad hoc groups dealing with specific pro-
-grams and/or issues, Works with students; other coliege union s*aff members and

faculty to improve the quality of these programs. Evening, weekend and variable

seasonaliworkloads are typical. Respons\ble to the college union director.

Special ualiﬁcallons- In addition to streng Interest in working with student
acuvmes nograms commitment to the ¢ducational goals of these programs, and - -
personal kills in the field of group process, counselmg, tecreational leadership, -
"'ablhty to relate well with student groups, experience in program advising, and

~~ intstrétnye ab:hty are usually requ:red for these posmons. .some msmunons s
"EC ire' masters degree ‘ : ‘ o




Program Advisor

(or Assistant Program Director)

o Dutles' Assists program director with the administration of the program de- =
}"pamnem The primary responsibilities usually involve the advrsmg of program -
- groups on program content, organization of the committee, continuity, proce-
- dures and policies, arrangements for program events and evaluation. Assign- -
- ents are usually made in kesping with the advrsor s skrlls and mterests.
Responsrble to the program dirz.tor. ~ o

- Special Quahﬂcations Atleasta bachelors degree, stmng pamcupatron m under-‘ .
~ graduate student activities, and expertise In one 6r more program areas are usual-
ly required. Areas of personal skills and interests are the same as for the program :
j_,‘dmector These are most often entry level posruons and are sometrmes combined - -
- fwrth graduate study : E

Drrectors of Specral Actrvrties

(Workshop Ou ing, Art)

, ‘Dutles' Admrmstratron of craft and poster shop, outmg. or art gallery facrhtres,. ;
" advising of student committees plannmg related programs. Teaching, as occa-

- slon requires, of skills to groups and mdrviduals Responsrble to the drrector or o
. program’ drrector LimeE r .

o Speclal Quallﬁcatlons' Abrlrty to enlrst interes! rn, organlze and successfully o
- lead and teach a specialized kind of activity as part of the union program, Sympa-
. thetic appreciauon of the recreational values of the arts (or of ouling skills),
i Personal competénce in the partrcular activity, such as abrlrly to paintor do high .
; T,-rquamy craft work in the case of the workshop director; wide familiarity with-
icampmg and nature lore, skimg, sarlmg. or canoeing ability, and possrbly experi- :
. ence in maintaining oulmg lodge and equipment in the case of the outing direc- -
tor. Readiness to adapt teaching and guidance methods to capacity of the group
- concemed and conduct the particular program in accord with inform. leducation-
-al and recneatronal purposes. Personality, attitudes, and. competence of the Ieader .
~ must be such as wrll arouse and sustain college student interest. -

Experience' Because of the wrdely diverse range of responsrbrluies for whrch} S

special staff leaders are employed, no specific minimum expericnce can be sug-
gested for thrs type of position. However, extensive experience as a participantin
~ the actrvrty is essential and previous pard expenence as an rnatructor for a least‘
S one year ls hrghly desirable : e i : e

' and an advanced'degnee. i
profe lonal 'traimng in rhe ,ﬁeld under consideratron. y e




Director of Student Acttvntres

: At institutions where the college union program admmtstration ls consohdated

Actlvities may be used instead of Program Director. Responsibilities involve
Aactivities program, and advismg both college union and other program commit- .
~of student activities. In such cases the director is usually responsible to the dean

- of students. When the union director is also ditector of student activities on a.
larger campUs there ls usually m assistant director for pmgram :

Theatre Director

- tion of cultural and publrc functtons Maintain theatre calendar.
- Speclal Quallﬂcatiotw Workmg knowledge of all fields of theatre—drama,

with other parts of the school s activities programs the titte Director of Student :
‘ work‘ng with campus clubs, student government, coordinating the total campus

tees, At smaller campuses the collge union director is also frequently the director - o

- Dutlec' Responstble for theatre management lncluding box office, techmcal S
- stage and house operattons Supervise theatre staff. Develop theatre program as e
 an educational too!. Work with members of campus community in the. preseta. o

music, concert, dance, films, etc. Understanding of technical and artistic aspects ~ -

- of theatre. Knowledge of simple accounting.- Ability to recruit and train staff.”

L ‘Underslandmg of promotional techniques. e
~ Experience: Administrative work in drama, music,speech cmema.talent book

~ ucer, efc., helpful.

- Educatlon. Bachelor s degree in fonensics. drama. mustc recreatron or busmess g
j_administratlon o SR S ;

Busmess Manager

- Ability to work with academic departments who may use theatre asa laboratory L

- ing or other related ﬁelds Personal expertence as actor. musician, student prod- e

‘_fl)ullw Chtef oﬂ‘icer in charge of the service operatton ine ludtng mamtenanoe [

“of the physical plant, recruitment and trainlng of service: employees purchasing. i
; _acoounung, and ﬁnanclal management generally Responsrble to the dnector, s




tices; sympathetic understanding of student needs and of the union’s educational
mission, and resourcefulness in conducting business operations so as to facilitate
and support this mission.

Experlence' Previous successful experience in the business management of
_ unions, dormitories, clubs, hotels, or restaurants, or equivalent management ex-
perience in other business fields.

Minimum paid ¢xperience in years for a position at a:

Small campus .. ..ol e 2 years
~ Average size campus B P 4 years.
~ Large campus . Crevereiiinniiinnin 06 years

Educatlon. Graduation [rom four-year college course wnth special traimng in‘
- business administration or institutional management (accounting, hotel practice, -

: ‘,bustness expenence

AdministratiVe Assistant
(or Opemttons Manager)

e Dutles' In charge of such’ building operations as room reServatrons mfonnation ,
- desk, checkroom, office rentals, game rooms, barber shop, and hotel unit. In -
- smaller' unions this position is often combined with that of Business Manager
under the title Assistant Director in Charge of Operations.

o Speclal Quallﬁcatlons' Orgamzing. supervisory, and administrative ability; fa-
~miliarity with management practices in such units as hotel, bowling, “illiard, and
- catering departments; resourcefulness in meeting a wide variety of problems in

- ice instrtutton like the union.

e Experience.kPrevious experience as a student or staﬁ‘ worker ina union, or‘ G
. business experience elsewhere of such character : asto demonstrate admmistrattve L
o ‘and management abtltty :

Mtnimum patd expenence in years for a posmon at an: -
Average stze campus ..o i weo..3 years
Largecampus AR Ceireiiee e e 3 years

: Educatlon' ‘Graduation from four-year college course with specral trammg in

e - or graduate assrstantshtp m union work, or other on-the- ]ob tramtng. -
T recommended L :

Food Servrce Dlrector

: the food departments of the Iarg unions there is also usually found the posttion
E KC ‘ss!slam Food Servlee prreclor or Manager | i

~ food service, malntenance. etc.); or the equivalent tiaining through practical» S

publtc relations, employee trammg. and et’ﬁcrent management arrsmg in a serv- - s

business administration, personnel practices, andfor public relations. Intemshlp o

Dutles. In general charge of food pnoductton and service in all dmmg units.. In : o



~ Speclal Qualifications: Ability to organize and train a large staff of both full-
- time and student employees; thorough familiarity with all phases of food purchas-
“ ing, preparation, merchandising and service, especially in clubs or hotels;
administrative ability; understanding of the technical phases of dietetics and
~ menu-making; sympatheuc appreciation of special needs of campus clientete;
resourcefulness in utilizing dining rooms in accomphshmg the general social and
~ recrealronal objectwes of the uinion.

Ex Experlence- Previous experience as a supervrsor of a union or dormitory dmlng'

~ of the union (cafetena. waiter servrce dining room, fountam or snack bar, cater-
o mg. krtchen) ,

Minimum paid expenence in years for a posmon at a:

Small campus ..o, viii i e 2 Years
Averagesrzecampus,........... ......... ..+.3 years
-Large campus ............ e PR 5 years

Edumtlon. Graduation from a four -year college course in home economics,
~ hotel or institutional management, or equivalent in practical experience. College -

" unit, or equivalent experience in commercial food manager.ent and catering else-
. where of such character as to demonstrate ability to ditact the varied food service -

~ training in institutional food service, business administration, and accounting

especially valuable.

Recreation Area Manager

The Recreauon Manager is the. gurdlng, dlrectrng, and movmg force of the‘

: recreatron area. Responsible for coordinating the program. personnel, opera- o
tions, and facilities as an integral part of the total union, he must be capable of

- “representing the union in his contacts with students, faculty, and staff in the

~ may be assrgned supervisory union responsrblhtres outside of the recreation area
~such as: advising student committees, supetvising bicycte or locker rentals or -

» ‘ments may be determined by administrative need and by the background and i
‘capabllrtres of the 1ndnvrdual concemed. :

Some of his specific duties and responsnbrlmes include supervisron of a

ofa staff and development of a mamtenanee program

Bookstore Manager

Dutles' m charge of all aspeets of college store, mcluding detel’mmaflOﬂ °f

= SUpervlsio ] of personnel.

* - development of programs relative to the recreational facilities offered He also

~ similar operations not requiring full time supervision. The range of cuchassign- =

' ;vanod program in billiards, ‘table tennis, bowling, chess and bndge supemsron o

. bmks and merchandise 16 be sold, pricing policies, staff work schedules, operat- ‘Tj -
F KC 10Ul ﬁnanclal operatlon, lncludmg ﬁscal and lnventory controls tralnmg e



Spectal Qualifications: Knowledge ot merchandising, with special attention to
~ the requirements of college stores. Understanding of accounting procedures and -
ability to work with store employees as well as the campus public.

Experlence. Bookstore manager, store department head, publisher's representa
tive or general merchandising experience,

Educatlon' Bachelor s degree, preferably in business admmistranon or
‘ accountmg




Salary Guides

) d

L The results of a 1973 survey follow as represenlative of salaries paid in

' various size unions in North America. The wide varieiy of job desctiptions and

1 responsibilities and the frequency of joint opportunities, along with some basic
L inadequacxes of the survey itself, suggest that these statistics should bg used only
.asa guldel They do correlate well with similar information obtained by govern-

: mental agencies, olher educanonal associations and the Association’s Emplo>

- ment Service.s :

D Employers are urged to observe the median salarres rather than averages. :

- Some few, obviously non-professional, positions tend to skew some of the classi-

_ fications. Competent union staff members are seldom ava:lable for the bottom of =
fat the range salaries. : :

* Many smaller campuses have complex union facrlmes and programs. A
* union directcron a campus in the 5,000 to 10,000 enroliment category may be in
o charge of a fiscal operation involving several millions of dollars annually, have a
“" dozen or more student-faculty committees involved with the union and supervise
- a staff of 100 full-time employees. Conversely, his counterpart on a larger
- campus may have very little budget and operating responslblluy or may be in -
~ charge of a plant so outmoded that viable programs and services are not possible.

A food service director may be in charge only of a small snack bar or his opera-

: j_tlon may embrace cafeterias, table service dining, vending, extensive catering,
~ snack bars and satellite installations involving hundreds of staff persons thou-
: sands of daily patrons and millions of dollars annually. '

- Nevertheless, as a general rule the Iargerthe campus the lzrger the program‘

‘malunty——and hlgher sataries—in the case of the principal stat’f officers. .

ability to pay and of the level of performance it expects::

“ " tors and of the Association, should hold the same status and have the same salary
- (granted the necessary preparation and the same effectiveness of performance) as
_ the directors of other major divisions or departments of the institution. Other key‘
- union staff members would then stand in the same relative position to their direc- - e
- tor—In salary scale and status—as the institution is able to afford for assrstmg? o
'ofﬁcers of the same trammg and eﬂ’ecuveness m other dwrsrons i

antd tho staff, the farger the number of people to be served, and the more complex -
~ the administrativé and supervisory problems, requiring greater experience and c

L -~ Aside from the varlables indicated, a useful prmcnple in approachmg the o =
- quesnon of compensat:on is this: each’ college and university has in its salary
scales for other teaching and administrative positions its own general measure of‘ b T

The union director, in the view of many col]ege and umversny admmls'ra- L



11973-74 College Union'Staff Salaries

by Position and Institutional Enroliment

" (Salaries represent basc pay for twelve months. Nearly all institutions provide retira-

- ment plans, four weeks of vacation, social security, medical Insurance, life insurance, sick -
- leave and professional travel allowances. Exclusive of vacations and sick leave, other -

- sources suggest that the dollar cost of benefits averages out to 11% of the base salary.)
.~ Responses from 359 unions during the fall of 1973 indicate salary ranges, medians and

.. averages as follows. Statistical and sampling methods used render this survey a good
- approximation of the existing union salary schedules. This is by no means a sclentific. -

_‘exammataon

- Enroliment

" :"Number of Responses

=<~ High Salary -

27 Low Satary

i Average Satary
-7 Median Satary

© Enroliment

- Low Salary
i Average Salary - -
S Medlan Sa!arv

o . Eordiment -

F" " High Salary -
FULow Salary

i Avemge Salary-
""1«»Medaan Salary S

* Number of Respanses

““Number of Resporses

General Informati~n
Number of Respondents:

Under 2600:
2600-4999: .

'6000--9999:

10,000—-19,999:
Over 20,000:
Unusable Responses:
Total Responses:

93 {26.9%)
65 (18.1%)
73 (20.3%)

67 (18.7%):

47 {13.1%)
14 { 3.9%)
369_(100%)

'DIRECTOR (4.47)*

- 15,667

Under 2600 2500-49999 50008999
- 66 " B0 59
19,600 22,000 25,000

7,600 10,000 10,600
12,530 © 16,200 15,051
12,017 15,260

10,000 19,099
56
26,000
12,000
18,955
18,400

ASSISTANT DIRECTOR (5. 52)*

Un’der 2500 - 2500-9999
13 .. 24
- 11,000 14500
. -5,000 7,000
8,508 10,354
9,083 10,671

- BUSINESS MANAGER (5.45)*
50009999

Under 2600 2500-4999
2 6
10,000 © 12,600
- 8,000 6,000

9,000 10,200

—c 0 11,260

5000-9999 _

K1l
20,600
.7,000
11,419
10,813

12

12,600
7lw0 .
9,625 -

10, 000-19999

41

20,600

" 6,000

13,390
13,563

. 5>
-

10,000-19,999

20
7000
11,724
- 11,938

@ 1umbers in parentheses mdwate average salary mcreasa for all respondents in aII

[KC ment categoﬂes. :

21,000 -

Over 20, 000

42
30,000 -
14,000
21,131
20,600

omzoooo
SR < TS
22500
8,000 :
14,187,
14,625 -

Over 20,000

- 8000
13668




“High Salary

- Low Salary
Average Salary
-Median Salary

En' dlmonl

:Number of Responses
“High $aery '
- Low Salary

Enrdliment .

 Average Setary
Median Salary

- Enroliment
" Number of Responses
- High Satary.

Low Salary ;
« AvVerage Salary -
-Median Salary

: Emdlmont

: vNumbor of Responses
“High Selary -
LowSa!arv 3
verage. Sa!arv
‘Medsan Salar?

;V'Entdlmont

“Average Solary
Medien sa,'qrv, T

© Under 2600  2600-4999

Numbor of Responses )

14 : 16 18
15,000 12,500 14,500
5,000 7,600 8,600
9,143 11,938 11,438
9,167 11,250

11,600

~ BOOKSTORE MANAGER (4.78)*
! ‘ “Under 2600 2600-4999  5000—9999
- Number of Responses

10,000—19,099

.19
21,000
10,000
14,818
14,876

PROGRAM DIRECTOR (4.83)"

Under 2600  2500-4995  £000-9909

10,000-19,099

31
16,000
7,000
10,806
, 11125

10,000-19,999

21
6,600

13,648

13583

7 w30
© 12,000 14,000 14,000
7,000 9,000 7,000
9929 1o.7s7 10,250
DIRECTOR OF STUDENT Af‘TNlTIES 4. 29)'
Under 2600 26004999  5000-8999
32 17 20
19,600 19,000 20,600
6,000 7,600 8,000
11,188 11,853 13,050
11,250 11,760 12,260

THEATER DIRECTOR (3.71)*

50009999 -
1 C2 3
6,000 10,000 16,000
5,000 7,600 - 7,600
5,000 ~ 8,750 10,333
8000 . - 2,876

10,000 19,999

1
17,000
8,000
11,182
10915

"?RECREATION MANAGER (6. 38

Under 2600 - 2600-4999 ' 5000-9999
" _8 o1 17
8,000 0 - 10,000 - 10,600
5,000 " . 5,000 © 5,000
6,188 7,462 17,041
6,000 1,626

8,260

10000—19999

33 :
16,000
6,000
8,379
9,626

PROGRAM ADVISER (3. 48)*

‘Under 2600 2600-—4999 5000—0999

S 13,000 . 9,500» ; 10500
7,000 6,600 - 6,500
9833 8000 9000
90 8-259- S

9375

10000—19999

26
,14,500

6,000 .

. 9,820

91750 : g

szossy_

Over 20,000
13
26,000

14500

12,000
16626

Ovar 20,000
Bl
17,000
8600
11,952

- Over zoooo

19,000 .-
15,417 .

 Over 20,000

B

20,000
- 8,000 .
12,900
12,760

. ovar 2oooo -,; 

‘23
13 500 e
10,000
9,876

, Ovor 20000

2
' 19600



= 'OPERATIONS MANAGER (5.99)* N
(Eordlment . Under2600  2600-4990  6000-9999  10,000-10999  Over 20,000 °
‘Number of Responses 6 8 16 - 30 16
- High Salary 11,000 14,000 13,600 22,600 16,600
" Low Safary . 6,000 7,600 5,000 7,000 6,600
- Avecage Salary 8,100 9,500 8,760 10,767 © 11,469
Medwn Salarv ‘ 8,260 8,600 8,000 10,218 11,600

| ART & GALLERY DlRECTOR (502)* o e
emoumm | Under2600  2500-4999 60009999  10,000-10.999  Over zoooo{;
"Number of Responses 0 . - 1 3 6
High Selary = 5,000 8000 15000 13000
Low Selary 5000 68600 . 7000 . - 5000
Average Salary 6000 7667 11,600 o0
Medisn Salary - 5,000 72760 12000 887 -

Pt

. L - N FOOD SERVlCE DIRECTOR (5 68)* Lot
Enrol!mont " Under 2600 2500—4999 5600-9999 - 10 000—;19.999; ; 0“?20,000
Number of Responses 8 16 3 30 EREE [ T
" High Salary - 16,600 17000 12,000 . 21000 26,000
- Low Salery 5,000 8,600 7,000 /9,500 12,000
Average Salary 9313 12,750 12,423 14,667 17,188
_Median Sa!arv o - ; 12,500 13,876 - 14,500 16 875 .

Lt N WORKSHOP DIRECTOR (6.34)* R
CEnvollment . Under 2600 2500-4699 sooo-eses 10,000-19,909 . Over 20,000 -
- Number of Responses S v e e

High Solary - ,aooo 14000 . 8OO
“Low Salary 8,000 1,000 5,000
- Aversge Sarm 8,000 10,400 - . 1,600
~ Median Solary - 8000 10260 7sooj~

bt
't(.rf'o

. N ~'0UTING DIRECTOR (683)* - R
Enroliment Undor 2500 2600—4999 mom ©10,000-19,099  Over 20,000
‘ B I IRy
8,000 11,600 12,600 -
6,000 18000 . 8,000
6,000 10,000 11,000
6,000 10,760 - 11,600 -

* Number of Responm (o)

~ High Salary
Low Satary
Average Salary
‘Median Salary

:ttc'o

[ T

ficate average salary increase for all respondents fn all




~ SERVICES OF THE ASSOCIATION

3 cBNT‘iz'At; OFFICE

ps A central headquaners. mfomtatlon serwce. and employment service are e
? mamtained by the Assoctation. Copies of all Association publications may be
. obtained from this office. Also on file are coptes of surveys and studtes made on o
many aspects of umon operatton t '

leTERNATIONAL CONFERENCE

- A 4. day general conference for union and other college and untversny staff
members, is held annually for joint discussion of common problems. Nationally. - =
~ known speakers and specialists are on the program; employment applications of L

- candidates for union positions are available and candidates themselves areoften
.~ onhand fori interviews; and equtpment and products found useful in union opera-

e ‘ttons are on exhtbttton. ‘ '

L ‘This conference is usually held in April. Non-members of the AssoCtatton
L -are welcome to attend upon payment of an addmonal fee of $25

REGIONAL MEETINGS

3 The membershlp of the Assoctatton is dmded lnto ls geographtcal regtons.? e
;each with an experienced college union staff member servmg as the Regtonal Sl
G Representattvet Regional conferences are held each year in the fall, with approxi-
- mately 5,000 in attendance. In contrast to the general conference, regional meet- Lo
" ings cmphasnze student programs and parttctpatton However, staff members
- also attend, and there are usually one or more seSS|0nS devoted espectally to staff e
"“."‘,‘dtscusslons e , e e

o :’BULLETIN

S An lllustrated pn.tted BU LLETlN is publtshed ﬁve times yearly to keep the e
Cde membe.shlp in touch with union trends and policles; to provide aids in manage-
- ment, pro i nnmg.andbutldmg planning; and to improve understandingof -~ -
n's functions and goals, Three coples are supptted _tot each men’tb'er .
itional copies ar ‘0¢ per iss ‘ { h




| 'CONFERENCE PROCEEDINGS

Copies of the annual conference PROCEEDINGS, including many special
surveys and papers on goals, operating problems, building planning, program
developnients, and the changing college scene generally, are issued without
charge to members. Additionat copies, $8.00 ($4.00 to members). '

S UNION me

A newsletter from the central office is mailed out about eight times a year to:

all institutional and individual members. Its contents include announcements -
about. Association activities, references to activities and publications of other. e
_educational organizations, personal commentary by the Executive Secrelary and © -

- mfonnauon of general interest to persons in the umon field.

< INFORMAT!ON AND PUBLICAT[ONS

~ Abrochure describing the Assocnatlon of College Unions- lntemauonal can
be obtained by writing the central office. The Association maintains 2 continuing

publishing program and a variety of monographs, books and pamphlets about

college unions are available. A Publications List may be obtained by writing

ACU-I headquarters. All Association publications since t915 are aVallable on .
-+ microfiche cards. : R

~ RESEARCH

The ASsocianon encourages researeh in the union ﬁeld It makes numerous'- £
= surveys of union practices and policies itself and lends assistance, mcludmg e

- supporling grants in some cases, to graduate students doing thesis studies and to
~ others. Results of significant studies are revnewed penodfcalty ina specxal supple '

~ ment o the BULLETIN..

o BIBLIOGRAPHY

B C A complele annotated blbhography -of the contents of past issues of lhe‘
- Association’s BULLETIN and CONFERENCE PROCEEDINGS, and of

, amc!es on college unions appearing in other publications, has been prepared by‘

Ernest Christensen and published by the central office to assist members m “,}'

o ~_;;,obtaimng mfoxmatlon on spemal problems and to expedne researCh work




INVITATION TO MEMBERSHIP

’I‘he Assocnatron of College Unions-International, founded in 1914, is one of the
i oldest mtercol!eglate educational organizations. Its purpose is to provide an op-
portumty for unions to join in studying and improving their organizations, serv-

-~ college 1 unions.

f‘_;;INSTlTUTlONAL MEMBERSHIP

, "The Assocrauon membership of more than 850 umversmes colleges and Jumor‘ ‘
e colleges in"the United States, Canada. Great Britain, Australia, New Zealand,
_Japan, Taiwan, The Philippines, and Hong Kong inctudes public, private, reli- -

- ‘and urban areas and ranging in size from 300 to 40,000 students. Any college or '

~ tional life of the campus or which is planning a campus community center—
. whether it be known as a Union, House, Hall, Center or other name—is eligible
~for membership It is not necessary to have a union buddrng to belong to the
':‘Associauon a

Votmg membership is by msutunons the membershrp fee is customanly paid by
- the college or the union organization. Interested college or student officers may

:;"the Assomauon oﬂ“rce

}ﬁ:;,j‘INDIVIDUAL MEMBERSHIP

 ices, programs, facllnies and personneland to asslst in the development of new

. gious, coeducauonal men’s and women’s institutions located in rural, suburban,

university institution which presents a general program for the cultural and recrea- -

~ arrange for membership at any time by sendmg the completed apphca'ron fonn to L

1 Umon staff members emptoyed full time and sponsored by the drrectom of thelr T; | :
_unions, are. ehgnble for professional membership in the Association. This mem- =

o - bership, in addition to serving as evidence of the member's interest in his profes- e

~ sional organization, entitles the holder to a free subscription to the Bulletin and
-~ the newsletter, a copy of the latest Proceedings of the Association, other mail-
fmgs to the membershlp, personal listing in the Association Directory, and a

- sizeable discount on most ACU-I publications. Part-time union staff members,

f, affiliate rmembers if sponsored by a union dlrector They recewe the same privi
'Ieges as professlonal members, ,

Each meemhlp. payabie on Oetober l runs for one year and costs $ls 00

* union graduate assistants and interns or students in related fields may become .
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